[bookmark: _GoBack]Template 1 for Advisory Committee Bylaws
Committee Bylaws may not contradict the current Institutional policies or procedures.
Name:
Purpose:
Membership Distribution List:
Selection of Members
A. Membership requirements
B. Meeting attendance requirements
C. [Clarify election  or appointment procedures for officers including who votes/appoints members and officers]
D. [Election/Appointment Timeline]
E. Clarify start date and length of members/officers’ terms]
Officers Duties:
The Chair shall:
[Call regular meetings]
[Create agenda using the template provided]
[Distribute agenda and draft minutes of previous meeting electronically to all] committee members no less than 7 calendar days prior to each scheduled meeting]
[Preside over meetings (clarify who presides if Chair is absent)]
[Provide reports if needed]
[Attend meetings]
[Verify the committee’s web postings/Google groups are accurate and up-to-date if used]
[Report upcoming openings on the committee?]
[Hold elections for the committee officers?]
[Report membership list and officers for the upcoming year by May 1]
[Other duties; lines can be added as needed]
The Secretary shall:
[Take accurate minutes (including attendance records) of each committee meeting]
[Submit draft of minutes to committee chair no less than 10 days prior to the meetings using the template provided]
[Provide committee members with approved minutes or post to Google groups/web, etc.]
[Track membership rotation and report to the committee chair before March 15]
[Other duties; lines can be added as needed]
Meetings:
[The(committee name)  will meet the ___________________ of every ______________]
[Define process for calling special meetings including notification requirements]
[Define quorum]
[Clarify acceptability and process of virtual meetings including agenda, attendance records and, minutes]
Attendance:
[Define committee’s attendance policy]
Voting:
[Who may vote and who may not (chair?  past chair?)]
Percentage of members needed to certify vote
Process for Voting
[Clarify process for proxy voting]
[Clarify process for virtual voting]
Amendments:
[Define the process for amending these bylaws]
